Mark Item Lost

1. Click the User Status Wizard. Scan, paste, or type a user ID in the Enter User ID or Name
field. If you do not have the patron ID to scan, click Find User to display the Identify User

window.
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2. Find the item to be made lost in the list of checkouts. Double-click on the Item ID of the

item.
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Mark Item Lost

3. The view switches to the Item Status Wizard. Click on the Lost button.
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4. A warning box appears to allow the process to stop, if necessary. To continue, click Yes.
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Mark Item Lost
5. The Lost Copy box appears. At this point the item has been marked LOST-CLAIM in the
catalog. ALWAYS accept the default option, "Yes, issue a bill". An unwanted bill can be paid

later with a payment reason of FORGIVEN or STAFFCANCL if necessary.
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To create a lost bill on the user's record and exit the Lost Copy box click Finish. If payment is
immediate, click Pay Bill and Pay Bill box appears.

6. The Payment Amount defaults to the price in the item record, and can be changed if
necessary. Select a payment type and click Pay Bill.
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